If you find that you have approved an interfund voucher before reviewing the dates, and note that the budget date is incorrect and
processed in the wrong fiscal year, you will need to do an AP Journal Voucher.

If the Accounting Date on the voucher is in the OLD fiscal year, and the Budget Date is in the NEW fiscal year, the journal voucher is

entered as follows:

Add a new journal voucher:
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[ Approve
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[> Batch Processes
[» Review Accounts Payable
Info
[ Reports
= |nterfund Details

(>

—' Find an Existing Value | Add a Mew Value

H
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Vendor |D: [I S i ih

Vendor Location: |UD17 QL
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Invoice Number:

Invoice Date:
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Allow the Accounting Date to default into the document with the current (new year) date. Complete the amount and funding on the
DISTRIBUTION Line, remembering that this amount must be negative to reduce the new year expenses. This funding should be the

same as that of the voucher being corrected.
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Note that the
budget date on

this line is the
new year.

The budget date on this first distribution line is the new year.

Business Unit: 17300 Inweice Number: |12345!B-Jnurnal

Voucher ID: MEXT Invoice Date: 0702012 |[3)

Voucher Style: Journal Acticn: W Run Print Invoice|
Setoff Status: Mot Processed by Setoff Interfund Status MIA

Vender: £2200 Q Pay Terms: 20 Due Now Basis Dt Type Inv Dat=

Name: KS SEC OF001 | Control Group: Q Comments(0)
Location:  |001 Q Accounting Date:  |08/20/2012 5]

*Address: 1)Q Advanced Vendor Search *Currency: uso |
SECRETARY OF STATE Total: 000 _Caleulste |
120 5W 10TH AVE Session Defaults
MEMORIAL HALL 15T FL Related Voucher: O\
TOPEKA, KS 88812-1587
Lease Number: O\
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= O 2| 5.00/ | [17200 |Q [1720101010 (@ [1000 | o210 |Q fo10z1 (O (37100 | | c |

The next step is to change the accounting date on the screen to a date in the old year (06/30/2012 or prior) and add a DISTRIBUTION
line. The amount on the new DISTRIBUTION Line will be a positive amount:



Mote that the budget date on line 2 is the old wear. This is the
line on which your amount is positive and you are correctly
increasing the expenses.

If your Budget Dates do not look like this, corresponding to the
negative and positive amounts, DO NOT save the document.
You will likely need to start over and enter the document again.
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Complete the funding on DISTRIBUTION Line 2:

GMART
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Business Unit 17200 Invoice Number: .123656-Joumnl
Voucher ID: NEXT Invoice Date: (07022012 by
Voucher Style: Joumal Action: | }' Run Print Invoioe|
Setoff Status: Not Processed by Setoff interfund Status NA
Vendor: ‘02200 Q Pay Terms: 00 Due Now Basis Dt Type Inv Date
Name: [kssecoroor  Q Convei-Groups Q Comments(0)
Location: 001 Q I Accounting Date: 07032012 [y I
Address: [ R asvanced Vendor Seanch .c“m"g —— Accounting Date Defaults into
SECRETARYOFSTATE  tewl [ : Calculate | journal voucher with current

(new year) date.
120 SW 10TH AVE
MEMORIAL HALL 1ST FL

TOPEKA, KS £8612-1597
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Since you are reducing a

the new year
expenses, the amount
on this line must be
negative,
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Note that the budget dates look like they do in this example:

gMART T

Business Unit 17200 Invoice Number: #2345 Jcurnsl

Voucher ID: NEXT Invoice Date: (07022012 [

Voucher Style:  Journal Action: \ v Run l Print Imlc_'J

Setolf Status: Neot Processed by Setoff Interfund Status NA

Vendor: la2200 Q Pay Tetms 00 Due Now Basis Dt Type Inv Date

Name: [ks sec oF 001 ’ o Cor 0 i

R e e——— s Change the Accounting
R R Accounting Date: 09202012 | e date to an old year date.

*Address: QR advanced Vender Saarch 3 T

SECRETARY OF STATE Yol [ 000 Caloulate

120 SW 10T Session Defsults

memcalaL | Add a new DISTRIBUTION Line by
Toeera k9 selecting this plus sign. Add one
line, and the amount on the line

added will be a positive amount,
which is correct.
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